AGENCY PROGRAM ADMINISTRATORS
PAYMENTNET3 GUIDE

PaymentNet3 houses the official information about the accounts setup for each agency
cardholder. The Agency Program Administrator has the ability to maintain the
cardholder information including cancellation of the account. The following guide will
show the Agency Program Administrator the information that can be changed and how to
accomplish this task as well as how to cancel a card.

Accessing PaymentNet3

PaymentNet3 is the JP. Morgan Chase system that houses all account information for each
agency. The Program Administrator will access the PaymentNet3 system at
https://wwwS5.paymentnet.com/. The log-in screen is shown below.

Microsoft Internet Explorer

R

t.comfLogOut, JhKmIGEGFICFTRSKIt7nS%2bu%2fw7 SFaNDYC3IQiux Ipjd%2beql da0BoBg%3d

JPMorganChase 4§

Use internet Explorar 7+ to enlarge page views vithin Paymenttiet for enhanced readabiiity,
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The Program Administrator will be given the Organization ID (stofind), User ID
(ENCOMPASS ID), and initial Pass Phrase during the setup of the agency account.




Sign-on using the information provided by the IDOA Contract Administrator. You will
see the following screen. After signing-on for the first time you will need to change your
pass phrase to something you will remember. If you have changed your pass phrase skip

the next section.

r; Welcome - Microsoft Internet Explorer

com{Partalfy

JPMorganChase OF

Transacticns Reports “Accounts Employeas. Payrante - Adminislralion: Help

lan. 4, 10:05 AM CT - Transaction data for post date 1/3 has not yet been loaded
into PaymentNet. This will affect the accuracy of all Reports, Mappers (accounting
export files), and transaction gueries that include this date. Additionally, system
performance may be slower during this time and tickets may occur when saving
infarmation. Technology is in the process of loading the data. We will provide hourly
updates with additional information until this issue is resolved. We apologize for the

inconvenience.

& 2008 IPMorgen Chase & Co. il rghts reserved, Privacy Policy | Terms & Conditions




Changing Pass Phrase

Change the Pass Phrase by clicking on the My Profile Icon. This is the little man icon in
the gray banner line as noted by the arrow below. Clicking the icon will take the user to
the My Profile page.

/5 Welcome - Microsoft Internet Explorer

JPMorganChase (3

cliohs | ‘Repoits: Ascounts | Emplovess: Payments: Administration “Fleln

Messages Aveaiting Your Action

Jan. 4, 10:85 AM CT - Transaction data for post date 1/3 has not yet been loaded
into PaymentNet. This will affect the accuracy of all Reports, Mappers (accounting
export files), and transaction queries that include this date. Additionally, system
performance may be slower during this time and tickets may occur when saving
information. Technalogy is in the process of loading the data. We will provide hourly
updates with additional information until this issue is resolved. We apologize for the
inconvenience.
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The following screen is the My Profile screen. To changé the Pass Phrase the user must
click the Change Pass Phrase link. This will take the user to the next screen.

My Profile

General Information

User ID msturm

Name Michael Sturm

Change Pass Phrase E-Mail Address

rnsturm@idoa.in.gov
'3 [ngier & Starer) " Z Enable E-mail notification for:

Date at M/d/yyyy

iers for Review

aractions for Approval

T} 1mport Files
17 Export Files
I Payments
r Mappers

I urreco

dted Orde:s

Qrphaned Transadions

@ ¥G02 Wsargan Chase & Co. Rl
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The following screen is what the user will see upon clicking the Change Pass Phrase link.
On this screen the user will be able to change their Pass Phrase. To change the Pass
Phrase the user will need to enter three (3) pieces of information before clicking the save
button to change their Pass Phrase. The user needs to enter the Old Pass Phrase, New
Pass Phrase and then Confirm New Pass Phrase. Remember that the Pass Phrases are all
case sensitive. Once the user has entered all three pieces of information the user needs to
click the Save button and their Pass Phrase is now changed.

JPNtorganChase 0

Transactions  Reporls: Accounts Employses Payments: Administration Halp

My Profile

> o
User ID msturm Name Michael Sturm

l *old Pass E E-Mail Address
Phrase msturm@idoa.in. gov
ew pass —————] <:, Enable E-mail notification for:

Phrase -
i Reports
*Confirm New i
Pass Phrase

1 Iz
(Region) +%
Date Format M/dfyyey

i Transsdions fo: Review

LR Trancactions for Appraval

ichy (United States)

{7 Import Files .
i Export Files !
I Payments

i mappers

T Unrecenuited Orders

B orphaned Transscions

£ T2 WMaman Chase & Co. All rights rasarved. Privacy Policy | Terms & Cornditi.

The rest of the guide will show the user how to maintain the cardholder information in
PaymentNet3. This maintenance includes, last name change, address change including
phone number, hierarchy change and closing a card due to lost/stolen or account not
needed.




Cardholder Information Maintenance

‘Changing Last Name

To change the last name on a cardholder follow the navigation of Accounts > Manage.
This will take you to the listing of all cardholders for your agency. Next you must search
for the cardholder to be changed. Click on the cardholder name and you will be taken to
the following screen. On this screen you will need to then change the last name of the
cardholder then click save. If this is the only item you need to change on this cardholder
then precede to Issue New Card otherwise complete the rest of the maintenance as
outlined in the following pages.

Ceneral Information iU FERM etz BT

TR Creata NEW ACCOURERIY
* Required Fialds
** Either mother's maiden name or birth date is required.

Account Number teobllnkioorkz733 12710

Current Balance $0.00

1D [081062 District 34 Jasper

Available Credit $1.,000.00 Open Date 12/21/2007 %
$ Transaction Defaults - : Edt] |

*User tD =
Reassign Account

prefic ]

*First Name {DONALD -
siddle Initial ||
*Last Name [BOLEN

Second Row of 10 G s ST PoLICE

wprthbate [ ]
*SSN/1D

Cardholder Address
* nddrace 1
B —
iy
* State/Province |IN 121 .
* 23p/Postal Code

* Country JUNITED STATES &)

Statement ¥ {Statement address is the same as
Address cardholder address)

* Address 1 [z209 NEWTON 9T
Address 2 K
* City Pasex

»

State/Province
* 219 /Postal
tode

* Country 55

E-Maitaddress [ ]
Businass Phone .

*#Mothers Maiden Name [oeremsr | o




Changing Cardholder/Statement Address

To change either the Cardholder address (address for delivery of new card and non
statement items) or the Statement address for a cardholder follow the navigation of
Accounts > Manage. This will take you to the listing of all cardholders for your agency.
Next you must search for the cardholder to be changed. Click on the cardholder name
and you will be taken to the following screen. On this screen you will need to then
change address of the cardholder then click save. If this is the only item you need to
change on this cardholder then precede to Issue New Card otherwise complete the rest of
the maintenance as outlined in the following pages.

i Create e AT Ut
* Required Fields
** Either mother's maiden name or birth date is required.

Account Number **iokikkikkrtz733  12/10
turrent Balance $0.00
Available Credit $1,000.00 Open Date 12/21/2007

= o

Transaction Defaul(s

[t isobaiit

*User ID 13-
Reassian Account

prefic [ ]

*First Name [

Middle Initial | _
*Last Narne [BOLEN
Second Row of 1000 o S¥ POLICE

T —
5w /1o

tardholder Address
© rdtress 1
addressz [ ]
* oty
* State/Province {IN ¥
* 21P /Postal Code

* Counby |UNITED STATES i/

Statement ¥ (statement address is the same as
cardholder address)

Address
* Address 1
Address 2
* City
*
State/Province

* 2IP/Postal
Code

* Country

E-Mai
Business Phone [812-482-1441
**Mothers Maiden Name [F#ss%++




Assighing Cardholders Hierarchy

PaymentNet3’s reports are generated based on the hierarchy of the card. To assign a card
for a cardholder to the correct hierarchy or to change hierarchy assignment follow the
navigation of Accounts > Manage. This will take you to the listing of all cardholders for
your agency. Next you must search for the cardholder to be changed. Click on the

cardholder name and you will be taken to the following screen.

Either enter the hierarchy number (if known) or click on the Hierarchy ID link to search
for the correct hierarchy ID. ‘

General Informatiol

[ licreata Naw Atbount it
* Required Fields
*%* Either mother's maiden name or birth date is requir

Account Number *xwwwes
Current Balance $0.00
Available tredit $1,000.00

Open Date 12/21/2007

*User ID ( 2
ssiq
prefic [ |
*First Name D B
Middle Initial |}
*Last Name
soffx [ ]
second Row of |G T potice ]
**girthDate [ |
*SSN/1D

Cardholder Address

 Address 1
Addresse [ ]
ety
* State/Province [IN 5]
* 21P /Postal Code

¥ (statement address is the same as
cardholder address)
* Address 1 {2009 NEV/TON ST

Statement
Address

Addrass 2 |

* City

*
State/Province

*21p/Postal T
tode

* Country §! 2

Y e —
Business Phone

**Mothers Maiden Name [Fomverx |

Jrmm—— B—
gransxﬂon Defaults




Once the Hierarchy ID link is clicked the following pop-up will be seen. To search for
the needed hierarchy ID click the + sign next to STIND State of Indiana to expand the
selections. Next click the + sign next to the group of which you are a member agency
(Executive for most). Then find your agency by business unit number and name. Click
on the + to expand to show all of your hierarchy IDs. Once you have found the correct
hierarchy ID, then click the name of the ID and this will assign the cardholder and their
information to this hierarchy. Click save to finish.

2% Account Detail - Microsoft Internet Explore

JPMiorganChase £y

Transachons Rerpos - Accounts: Emplovess Payménts Administration: Heipitoins

-Rosk Default Rook Nods

| & Deleted Deloted .
I: “STIND State of Indiana

assigned Unaisslgn'ed’

Status jActive

ben Date 12/21/2007

lion Defaults

Click the Foldericon to salack the desired hierarchy.
siniclickithe #/ - icons to collapse the hierarchy,

*Last Name |BOLEN
N -

Second Row of
PR

356000158 ST POLICE

P
*SSN/ID [HAk-4*-4546

cardholder Address




Root Default Root Node
Deleted Deleted

- STIND State of Indiana

F:I - EXECUTIVE Executive Agencies

- 00032 Criminal Justice Institute

100035 Gov Cncl for People wiDisabili

#1-00036 Department of Agriculture

00041 Hazardous Waste Siting Auth.

00044 Protection Advocacy Svcs Comm

000SS Office of Managemnt and Budget

00056 Office of Fed Grants and Proc

00057 State Budget Agency

Aeimma win

Mmm e Ao aettem

i Ganceld
Click the folder icon to select the desired hierarchy.
Click the +/- icons to coll the ‘hierarchy.

rchy ID (081062 District 34 Jasper

Status

en Date 12/21/2007

- ‘Hon Defaults |

=

*Last Name [BOLEN
suffx [ ]

Second Row of [0 o 55 ST POLICE

opithpate [ ]
HSSNSID [HHk-#4-4546

Cardholder Address

iy Seerch B L Fe .

UULZU LERE LG UL REYTHIUT
00100 Indiana State Police

081000 Indiana State Police
081002 Office of Superintendert
081004 Public Information Office
081005 Criminal Investigation

181012 Gaming Enforcement
081015 Laboratery Division
081019 Fiscal & Human Resources
081020 Fiscal Division

081021 Professional Standards
081022 Human Resources Division
081023 Training Division

Gancal.§
Click the folder icon to select the desived hierarchy.
Click the +/- icons to collapse the hierarchy.

Status

Adtive

pen Date 12/21/2007

@http JfwwwS5.paymentnet.com/AccountjDetail{Generallnformation. aspx?a=hWAIMFKpI % 2bwFyQZ % 2f HuU31k3HtHIcZIh9 % 2bLoKpCD5c 4030 aNxileX % 2F aqNbl

fon Defaults

“Lastrama
P —

Secand Row of o0 o o 5T poLICE

O —
*ssN/1D

cardholder Address

Inboi - Micrasaft, Outhbk ‘

HGENCY PROGRAM ADM
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Issue New Card

If you have made changes to the cardholder’s last name or the cardholder needs a new
card issued follow the navigation of Accounts > Manage. This will take you to the listing
of all cardholders for your agency. Next you must search for the cardholder to be
changed. Click on the cardholder name and you will be taken to the following screen.

To issue a new card click the Issue New Card button. The card information will be
verified by JP Morgan Chase and a new card will be issued. The new card will be sent in
3-5 business days.

General Informatiol

¥ Required Fields
** Either mother's maiden name or birth date is required.

Account Number W eerrn7733  12/10
Current Balance  §0.00
Available Credit $1,000.00

*Hierarchy 1D (081062 District 34 Jasper

B

Status Hew .

Open Date 12/21/2007

no
*Yser 1D -

L

*First Name JoORALD

Middle Initial i
tast e
soffx [ ]
Second Rnw. of lm
**githpate [ ]
son/io

Cardholder Address
 ndvess 1
addessz [ ]
*city
* State/Province [IN 591
* 218 /Postal Code

* Country |{UNITED STATES i¥]

¥ (statement address is the same as
cardholder address)

Statement
Address

* ity

«
State/Province
* ZIP fPostal
€ode

* Country 5 e
EMailaddress [ ]
Business Phone [812-482-1441

{ Transaction Defaults

=]
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Close/Cancel/Suspension of Card

If a card needs to be closed, canceled due to lost or stolen, or suspension of card due to
policy violations follow the navigation of Accounts > Manage. This will take you to the
listing of all cardholders for your agency. Next you must search for the cardholder to be
changed. Click on the cardholder name and you will be taken to the following screen.

Click on the drop arrow of the Status box to see all available selections for the selected
card. Choose the correct status. Depending on the status a reason might have to be
given. Choose the most appropriate reason. Click save to confirm the status selection
and reason.

{Transatlions R

Account Detail

i CeaUmb iy

A ANEANCERIN

** Either mother's maiden name or birth date is required.

Hierarchy ID |081062 District 34 Jasper
status |New |

Open Date éf:;::d
Lost or Stolen

{Transaction DefaulSuspended

b 7 42/40

Current Balance $0.00
Available Credit $1,000.00

*user Ip 12UEE
Reassian Account

prefic [
*First Name JUCRaG
Middle Initial |
*Last Name |BOLEN

N —

secand Rowi of 0o 0158 57 POLIGE
wgithpate [ |
*SSN/ID [FF**% 4546

Cardholder Address

12




Printing Statements

If a cardholder has not received or has lost their monthly statement, the following
instructions will show you how to obtain a copy of the statement. First navigate to
Accounts > Manage. This will take you to the following screen. At this screen you will
see all of the available accounts to which you have access.

’3 Account List - Micrasoft Internet Explorer

$ Setas Default Query

Payment Statement Account Pool Name Account Number Last Name Status Reason
& : i FR R AN 358 ABBOTT : s
@ soRsoRERARBRAKGE T4 ACTON MELISSA  Active
@ HEARAFNREFHFS034 ANDERSON ANDREW ‘active

| I S dckRROkk kg 626 ANDERSON ) MléHELLE Active
@ sk bk 508 ANDERSON ‘MICHELLE Active
@ REdKHAORERRRET 929 AUBREY CARY Active

@ AR g 551 BABL : . CAMBAT iiAdtve
@ sk kR Rk 553 BABL AMBAT Acti’ve
@ FRARRRERRRRGTCE AN MARGARET Active
@ ERRORR AR R 4546 BECERRA MARY Active
@ Aok H Ik 7819 BECK : MICHAEL. Actwe :
@ Ak HRRAK AR S509 BENNETT MAUREEN  New
@ AR AR GO0 BLACK 2 ggpe_'gfi Actvlv_e‘ o
@ Fakdokdok d Aok ¥ 338 BLACKFORD BRIAN Active

E FERHAIN X309 BLATTLER CUenNIFER Adve:
@ At mmmmrenk 7620 BOARD OF ANIMAL HEALTH New
@ SRR B RRAIH 4 591 BOES U DAVID Actie :

b eva s N




The best way to find the appropriate account is to search by the last name of the
cardholder. Two items will have to be completed to search for the cardholder. The first
is to change the New Query drop down box to Last Name. The second is to add the last
name in the text box. Once you completed both tasks click the Go button.

fgnccuunt List - Microsoft Internet Explarer

wwwS.paymentnet.com/AccountfList.asp: UJs4FDgfqHXohy PWSBIQKHTh45k1 7hY76 TK30uBCIFAUVZNUaeuXNNRD

JpwiorganChase £§

3 3y1$acﬁnns Reports. Accolnis: Emplovess. Paymenis: Adminis

sAccount List

“ILook for..,
User ID
First Name
Account Nurnber
Last Name

Hierarchy 1D 1

Last Name

raateERpoR Rl
Setas Default Query Page of 18 B « » i

Payment Statement Account Pool Name Account Number

Status Status Reason

First Name

AR ARSI ETGIE ABBOTT S SDEB A Active

Dotk 534 ACTON MELISSA  Active
kAR BRI D 034 ANDEkSQN R L Al IGREW. i Activa

okt ddck Rk kR kg 686 ANDERSONM MICHELLE Active

AR 595 ANDERSON MICHELLE T Active

etKR ROk KT 996 AUBREY CARY Active
AR AR ARS 4 SE 1 BABL 8 AMBAT‘ FA;_tive
SRR RRRAKAAKSS55T BABY AMSAT' ) vA‘-:‘tive‘ ) .
Rk AR AR AR S T a6 " B AN S B MARGARET A&kive‘
ssRckRERRINKGS 46 BECERRA MARY Active
Fob kA A7 312 BECK : : L UMICHAEL | Adkive

ARk R 504 BENNETT MAUREEN New

RRARERRRAFRES 00 BLACK. : : ROBERT o Aekve
HoRRRRR Rk 6335 BLACKFORD BRIAN Active
wowikdok kA KRNZ 505 BLATTLER UTIEMNIFER - Active

Rk k7520 BOARD OF ANIMAL HEALTH New
AR AR Y 591 BOES g L pavID T Adiive

EBEEE0080808000808

14




Once you have the cardholder information showing in your list click the paper icon under
the Statement heading. This will take you to the Statement Detail screen.

Account List

GuCreate BxponiFleiiy

All (systemn) Setas Default Query
Payment Statement Account Pool Name Account Number . Last Name First Name Status Status Reason

@& { AR A k7020  BOARD: OF ANIMAL HEALTH i New

d

1 2008 38N aze & Cu. Al vights reserved, Privacy Policy | Terms & €
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The Statement Detail screen is shown below. The most recent statement information is
shown on the screen. If you need to see a past statement just change the Billing Date to
the necessary statement and the screen will refresh with that statement’s information
being shown. .

JPNiorganChase 4§

:Tran,sacﬁﬂnév Repors ‘-\ccauhts; Employeas: Paymanﬁ Administration: H»:«!p‘.'

Statement Detail Return ‘to Account List

BRI Prnt Reauest

Account Number oickkkdoiiokiokk 302 Account Name B8OARD OF ANIMAL HEALTH

BillingDate

credit Limit $20,000.00

Due Date 6/9/2008 le Credit $20,000.00
Statement Amount $0,00 Cash Uimit $0.00
Current Amount Due  $0.00 Cash Available $0.00

ek ok KKK LB

Diverted From Account Number LastName First Name Middle Initial i y

ROSA NCY

8000

Purchases Cash Advances

Account Summary

Average Daily Balance $0.00 $0.00 Previous Balance $0.00
Monthly Periodic Rate 0.00 % 0.00 % Purchases $0.00
Annual Percentage Rate 0.00 % 0.00 % Cash Advance $0.00
Credits $0.00

Annual % Rate 0.00 % Payments $0.00

# of Days in this Billing Cycle 30 Other Charges $0.00
New Cash Advances $0.00 Finance Charges $0.00

cash Advarnce Fee $0.00 New Balance $0.00

16




Once you have the needed statement to print click on the Submit Print Request button.
The Print Request — Statements screen will be shown. Change the File Format to
Standard (with Addendum Details). This will provide a statement with any Tire 3
information if provided. Click the Continue button to submit the print request.

RB3UIs43fBufif207IFfkiUZREOQCWQMISQFsWE49200af mFoQs YSORBQiVUQLEWF drPBEuAr YrdsJcfPBNR

JPNorganChase Of

{Trangactions' Repots | AccGunis’ Emglojess Paymants Adrinisteation. Hsip

Print Request - Statements Retiimn to Statemeit Detail

Wauld you fike to print the details in this statement? e g
L ion:sbout the: and: dick the "Continus” button. to:print this Statement. Othervise, dick *Cancel®to
tement Detail screen: R X

Please en/
retarn to the'

* Reqplrgcj Fiald:: i

. * File format [Select Statement Type...

: ; “1Select Statement Type...
*Compress outputfile fciandard

Summary
First and Last Page

G 009 WPEargan Chase & Co. All righds resarved, Privacy Policw | Terms & Conditions
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Once the print request has been submitted the Available Downloads screen will be seen.
Click the Refresh button until the status is Successful: Once the status is successful the

name of the report will become a clickable link with the extension .PDF. Click the link
and the PDF of the statement will open.

2} Available Downloads - Micrasoft Internet Explover

JPNiorganChase 4§

Tr'ansaétiar:sv Repaits: Accounts: Employess: :Payments. Adminictation Halp.

Available:Downloads

[ieEHash) [ Deleresaladaail

Dourload Adobe® Reader®

a. &l righes reserved, Privacy Policy | Terms & Conditions

B S00S IPMorgen Cha
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Reports

The PaymentNet system has 80+ available reports and the ability to query the system.
The following instructions will show how to select and run the available reports. After
the instructions a list of recommended reports will listed. Navigate to Reports > Create.
This will list by name all of the available reports. The report listing also provides a
description of the information provided by the report. Search for the report that will
provide the information needed. Once the report has been found click on the report name
link.

gReport List - Microsoft Internet Explorer

3054 fDgfgHR9hmBSLpWSBIQKHh4SK1 7hY 76 TKIOU

JPNorganChase 0§

Sirangactions . RepansiActaunis:: Eraployess. »F'c“iv‘mems' Adminiskation’ Help

Report List

of S K 4« B M

Name Type Description Schedule
RN ER R : S The 1099 Mearchant report can be used to analyze purchases made from g i
1099 Merchant SRR § ‘Merchant 1099 Merchants. The reportlists: MCC Code and Description, Merchant

Name and Address, Merchant DBA Hame, Taxpayer ID, and DollarAmount.

Tha 45-Day report can be used to monitor delinquencies as it identifias

Accounts accounts that are between 30 and 60 days past due, Tha report lists:
Account Number, Account Narne, 30 Days Past Due Amount, 60 Days Past
Due Amount, Number of Days Past Due, Bill Date and Balance.

‘The Account and Employes Hierarchy report shows the card and account
hierarchies for all individuals. ‘The report displays all émployees ~ both
3 . cardholders and non-cardholders. 1t aroups by User'1D and displays the
Aceouint and Eraplevee Higrarghy: Agcounts: - individuals’ names.and roles, as vell as card account numbers where
3 appropriate, Please note that'If the report is run using Hierarchy 1D'as a
criterion, that criterion will 'apply to the employee and not the accounts that
belong to the employee,
The report will provide all card changes made over a selected date range.
" This report contains the account number, change date, a description of the
Account Audit Accounts field ch‘:nged, original data, new data and PaymentNet User ID that made
the change.
The Accounts ‘Renewing within 8 Months report identifies "accounts that wil =
: expire within 3 rnonths of the report date, snd can be used to help'monitor
Accouints Renewing Within Three Months Accounts card renewals. Subtotals are: provided for each Hierarchy level, as wellas
- Grand: Totals forthe entire Yeport: The réport lists: Hierarchy, Account Hame,
A Business Ph . -
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The following screen will be seen. This screen allows the user to request the format in
which the report will be produced, the accounts listed in the report and the order the
report is created.

k Report Detail - Microsoft Internet Explorer

S A S

RB3UJs4)fD%2ffUCAZVPIKFQQBZD IN7W2zmYwkIhwKYGjqluwb ABE9gV0AgeBFQqrOal aqerZZE %2bd TML:

IPMorganChase 4

$ Accounis Emplovees . Payments: Administration " Hetp

e e [Resat]

*Name [1099 Merchant Report Format {Adobe Pdf

Compress Output? |}

Field Operation value

Include Children

Order Sequence

* Required Fields

20




On the Report Detail screen first choose the format in which the report will be created.
The reports can be in PDF, Excel, Text and XML. We suggest either Excel or PDF with
Excel being the best choice. Click on the Report Format down button change the format
to the format needed. The default is always PDF.

JPMorganChase £y

Transaclions Repors: Accounts | Emplovess  Rayments Administiation Helg!

Report:Detail

foiled] [ nucess Ridnorsil [iraset)

*Name [1099 Merchant Report Format !Adob
Compress Dutput? |

e Pdf

Field Operation Value

Include Children

Order Sequence

hedule to Run scally T

* Required Fields

21




For each report created the ability to choose the order by which the report will be sorted.
If a report is needed sorted by last name of a cardholder or the MCC codes for the
purchases this can be done.

In the Order By section click the + box to gain access to all of the fields that can be used
for the ordering of the report. Next click on the down button of the Field to select the
field by which the report should be ordered. Next select the Order Sequence of either
Ascending or Descending.

<28 Report Detail - Microsoft Internet Explorer:

‘Repoirls: Atenunts - Employees: Pavments: Administration: Helg.

‘Report Detail

aicten] [ Piacass Rapartioy

krasar]

#Name [L099 Merchant Report Format |
Compress Dutput? r‘

Criteria

Field Operation Value

Include children

MCC Description
Merchant City
Merchant DBA Name
Merchant Name
Merchant Tax Payer ID
Post Date

* gTransaction Amount
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If necessary a report can be run by the Agency’s Hierarchy in PaymentNet. Not all
agencies have a hierarchy set. To create a report by a specific portion of the agency
hierarchy click the + in the hierarchy section. This will open up the Hierarchy ID box.

Microsoft Internet Explorer

JPniorganChase O

arisactions: Heports' Accounis Emplovess  Payrsnts Administration Halp

Report Detail

*Name [1099 Merchant } Report Format }Adobe Pdf

teil |ibroguss Repor i [ Resét]

Compress Dutput? [}

Field Operation value

Include Children

Order By ~ : 3
Field Order Sequence

schedule to Run Automatically [
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To access the list of available hierarchy click the Hierarchy ID link. A pop-up window
will show all of the available hierarchy sections the user has available. If the selection
has another level of information a + sign will be next to the name. To access this
information just click the + sign and it will expand. To choose a selection click the name
and it will populate in the Hierarchy ID section.

a Repart Detail - Microsoft Internet Explorer

100 Indiana State Police
081000 Indiana State Police

*Name [10] 3 081005 Criminal Investigatio i Report Format [Adebe PdF
081012 Gaming Enforcement . : Comprass Output? [

Criteria

81022 Haman liésaurceé Divisibn
081023 Tralhing Division

Hierarchy

v
Click the folderiicon to select the desired higrarchy,

Click the 4f-"icons to collspsa:ths hierarchy.

1 ‘*Hierar]

Order By gREC
Field Order Sequence

24




‘Once you have added all of the criteria for the report click the Process Report to run the
report. If this is a modification that is needed more than once click the Save button first
to save this as a report that can be run as often as needed.
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Once the report has been submitted to be run by clicking the Process Report link the user
will see the Available Downloads screen. Click Refresh every so often until the Status
for the report shows Successful and the Name changes to a click able link. To obtain the
report just click the link and the report will open in the requested format.
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